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Crossgrade a Position

AASIS
ROLE

Agency Org & Comp Agency Org & Comp

Speciallist Specialist

AGENCY ‘ AGENCY ORG & COMP
COMPLETES —>| SPECIALIST

CROSSGRADE
TRANSACTION NOTIFIES AGENCY

PERSONNEL MANAGEMENT

UPON COMPLETING

POSITION CROSSGRADE ;’;

AGENCY
DETERMINES
NEED TO
CROSSGRADE
POSITION

AASIS Support Center, Diane Jolley, 4-2
06/24/03 Revised to V2

IMPORTANT: All extra-help positions MUST be crossgraded in AASIS
before the Personnel Administration action can be processed in the
system. The crossgrade transactions attaches a legitimate job code to
the position. If the extra-help position is not crossgraded before the PA
action is processed, the employee will not be paid appropriately.
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Downgrade a Position

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

AASIS Agency Org & Comp Agency Org & Comp
ROLE Specialist Specialist
ASENCY, AGENCY AGENCY ORG & COMP
DETERMEE COMPLETES ‘ —>| SPECIALIST
NEED TO DOWNGRADE
DOWNGRADE TRANSACTION NOTIFIES AGENCY
POSITION S PERSONNEL MANAGEMENT
UPON COMPLETING
POSITION DOWNGRADE =]
=
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Restoration of a Position

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

AASIS Agency Org & Comp Agency Org & Comp
ROLE Specialist Specialist
ASENCY, AGENCY AGENCY ORG & COMP
T COMPLETES ‘ | SPECIALIST
NEED TO RESTORE RESTORATION
POSITION (== TRANSACTION NOTIFIES AGENCY
= — PERSONNEL MANAGEMENT
UPON COMPLETING
POSITION RESTORATION (==
=
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Steps to identify a Crossgrade, Downgrade or
Restoration

Step 1: To identify what job code the position is currently being
used as, view the overview for the Object infotype.

Infotype  Edit Goto  Extras  Vie

The position is

List dispiay with change Object) CcUrrently being used

@lema| | as this job code.
Position Al0g ACCOUMNTING TEGHMIGIARM 11
Flanning status Active
Ohject 018 221121021

Lang Start date End date Ahbr. Description
EN 070172001 1273179999 A108 ACCOUNTING TECHMICIAN I
ER 01/01A1800  |[06/30/2001 A108 WCCOUNTING TECHMICIAN 1

This line item reflects

the most current Object

record for the position.

O E I[+10e]

I3 I 1 Y =

1 of 2

[ | @aS (13 (410) sapgas | OWR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-5

To view the overview for the Object infotype, follow the steps listed
below:

Enter PO13 in the command field and press enter;

Select the Object infotype; and

Click on ‘Maintain overview’.

View the Position field for job code and job name information.

View the line item with the ‘End date’ of 12/31/9999. This will
be the most current record.

o k0N~

Continued on the next page
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Restoration
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Steps to identify a Crossgrade, Downgrade or

Step 2: To identify what the position’s authorized job code is, display the
Relationship infotype.

v} a4l QAR o

™ The position is

The position is

List dispiay with change Relationships
G/0d HS

{ currently being used
as this job code.

Display Relationships

currently being used

) ‘ 7] ‘ Aditional data

_— as this job code.
Posilan #108 ACCOUNTING TECHNICIEN I Pasition #1108 ACCOUNTING TECHNICIN I
Planiring status Active Planning status Active
Relationships 018 221121021 Validity orfeti2001 tp  12/31/9999 e Change infarmatian
: : =
Start Enddate  [R.[Rel. |Relal'ship |R.|Rel'd abjec..|Albr. % rale ‘ E\ Relationships 018 221121021
DIDTA900 1319399 A 003 Belongsto O 1706305 [E30 0 [2] Relatianshin roeiuriber B 007 15 deseried by
0712001 12319999 | 008 Holder P DO0DI9405 PRICE 10000 "]
QGO12000 127313899 A 011 Cosleenle K 000038730, RevCashier | 10000 Relaled objert This code is the
TON2001 123109999 B 007 Is descib |C 21669630 DOO5 000 Type ofelted abject I .
01900 OR300 B 007 s deseib © 1B635AD DOOS 010 Dufreled bt 21669500 authorized
ien y o x
‘ Auorevaton 0085 p°s|t|on S jOb code.
H i N COMPUTER OPER,
This code is the \
. ien ,
authorized position’s Praty
i Weightin 0.00 %
job code. o i
Record 1 of 5
| [T ] i \ ] [
anj [ oo

D‘OAS(W)(MD) sapgas OWR |>|QAS(1)(410) sapgas | OVR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-6

To display
1.

S

© o N O O

the Relationships infotype, follow the steps listed below:
Enter PO13 in the command field and press enter;
Select the Relationships infotype;

Click on ‘Maintain overview’; and

View the line item reflecting “C” (for job) in the ‘Rel’d object type’
column and reflecting 12/31/9999 in the ‘End date’ column. This
will be the most current record.

Select the current line item;

Click on ‘Choose’.

View the ‘Position’ field for job code and job name.
View the ‘Abbreviation’ field for the authorized job code.

To determine the pay grade for the authorized position, go to OPM
C&C’s website at: http://www.state.ar.us/dfa/opm/jobs/ Refer to
the Troubleshooting Note #1 located at the end of chapter 3.

Continued on the next page
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' Steps to identify a Crossgrade, Downgrade or
Restoration

Step 3: To identify the current job code’s pay grade and hourly pay range information,
display the Planned Compensation infotype.

The position is

& a4 el . @
currently being used =
Display Planned Compensation _
as this job code.
E: ]l B —
FPosition Al0g 4COUNTING TECHMICIAR I ;
Flanning status Active —
WValidity a7 /o1 /2061 To 127431/9099 ‘6%,0 Change infarmation ‘

Flanned Compensation 015 221121021 ]

The job code is currently

Paygrade | Payscale | Direct |

Salary structute data approved at this pay grade area.
Ctry grouping LSA = T
Pay grade type 01 (s ed
Pay grade area ?15 State of Arkansas The job code is currently at
Pay grade ¢ -
Pay orad leve| o1 this pay grade.
[ 1
LTS rereszi(sl This js the job code’s N

current hourly pay range.

currency key USDN (Irterram uy TaT u‘al\ uuuuu 7
Pay grade 9.4615 Tao 18.5875

Referance salany 0.0000

[ QAS(1)(41U) Sapnas OVRﬁ
Ansis | - |

06/24/03 RevisedtoV2

AP

4-7

To display the Planned Compensation infotype, follow the steps listed below:
Enter PO13 in the command field and press enter;

Select the Planned Compensation infotype; and

Click on ‘Display’.

View the most current ‘Validity’ record with ’12/31/9999’ in the ‘To’ field.
View the ‘Position’ field for job code and job name.

View the ‘Pay grade area’ field — If an “01” State of Arkansas is reflected,
then the position was crossgraded, downgraded or restored. Go to the next
step. If an “02” Special Admin is reflected, and the Relationship infotype
reflects the same job code and name; then the position was approved by
OPM/Class& Comp for Special Administration.

7. View the ‘Pay grade’ field to determine the current job’s grade.
8. View the Relationship infotype as instructed on the previous page. If the

2 e o

authorized job code’s pay grade is the same as current job code’s pay grade,

then the position was crossgraded. For authorized extra-help position job
code “9999”, the current job code’s pay grade will be different when
crossgraded.

Continued on the next page
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' Steps to identify a Crossgrade, Downgrade or
Restoration

Step 3: To identify the current job code’s pay grade and hourly pay range information,
display the Planned Compensation infotype.

- = The position is — _
& = . (45|
currently being used
Display Planned Compensation _
as this job code.
E: ]l B —
FPosition Al0g 4COUNTING TECHMICIAR I ;
Flanning status Active —
WValidity a7 /o1 /2061 To 127431/9099 ‘6@0 Change infarmation ‘

Flanned Compensation 015 221121021 ]

Paygrade  |gRayseala g Dirert ] The job code is currently

Salary structute data approved at this pay grade area.
Ctry grouping LSA = T
Pay grade type 01 (s ed
Pay grade area ?15 State of Arkansas The job code is currently at
Pay grade < -
Pay orad leve| o1 this pay grade.
[ 1
LTS rereszi(sl This js the job code’s N

current hourly pay range.

Currency Key USDM {Interrrary uy Tam u‘al TI e T
Pay grade 9.4515 & 10 18,5675 [«
Refrrance salan 0. 0808 el
| b foas ) @10y 2| sapgas | OVR
AASIS T R — 4-8
06/24/03 Revised to V2

To display the Planned Compensation infotype, follow the steps listed
below, continued:

8. If the authorized job code’s pay grade is higher than current
job code’s pay grade, then the position was downgraded.

9. If the authorized job code’s pay grade and name are the same
as the current job code’s pay grade and name, then the
position was restored.

10. For more information about crossgrade, downgrade or
restoration of a position, please refer to the next few pages.
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Crossgraded Position

To verify what the position is currently being used as, display the
Object infotype.

List display with change Object

jesifie I C ]

01/011900  |0B/30/2001 K155 SECRETARY |

| oaAs ) 410y Pl sapgas | OvR

AASIS Support Center, Diane Jolley, 4-9
06/24/03 Revised to V2

The record above reflects that the position is currently being used as job
code K155.

»Prior to 4-24-03, job history was deleted if the effective date used for
the crossgrade transaction was the same date the position was created
or a date before the position was created.
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Crossgraded Position

To identify the job code, pay grade, and hourly pay range information for a crossgraded
position, display the Relationships infotype and the Planned Compensation infotype.

nfotype Edit Goto e = QAF HH H
ioype £ Gat The position is . AR The position is
currently being used —— currently being used
Display Relationships .. Dispiay Planned Compensation as this iob code
A 3| @ | o as this job code. Bl@@ J ’
Posiion maa* SECRETARY | Posttion K185 /SECRETARV\ E
Planning status Active Planning status Active
valiy 07181/200 | o 1203113998 v The iob dei tl d
€ JOD code Is currently approve
Relstionships 01 5 220048471 F| H
Relationshin tpe/number B 007 |5 described b ‘ 0 at tl?ls pay grade area. :
Related otject This code is the Salary shuriure data The jOb code is
Tyoe ofelated ot Job authorized Chy orauping s 3 currently at this pay
1D of related abject 21667977 agn . Pay grade type 01 Classified
Abbreviation 9309 < pOSItlon,s jOb COde' Pay grade area 0 A — grade_
hame EXTRAHELP ‘ Pay grade 1" T
Pay grade level il . . -
Prty This is the job
Wiighting 0.00 % e Key date 0502112003 3) code’s current
£ Lo of
hourly pay range.
Curtency key USDN (Intemal) o0t
Pay grade 735$ To ﬂ 14,4509 ‘ [«
| Refrrence salary 0.6000 E

b [arsnain b= sapgas g

b 028 ut) bl sapgas | VR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-10

The above example reflects a position that has been crossgraded. The

Relationships infotype for object “Job” reflects the authorized job code 9999 as
shown in the ‘Abbreviation’ field.

The Planned Compensation infotype reflects the minimum and maximum grade
level (hourly rate range) effective 7/01/01, for the crossgraded position job code

K155.

»To verify pay grade or job code information, please refer to the Troubleshooting
Note #1, located at the end of chapter 3.

REMEMBER: All extra-help positions MUST be crossgraded in AASIS before the
Personnel Administration action can be processed correctly in the system.
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Crossgraded Position

To identify job code and hourly pay range information, view the overview for
Relationships infotype and Planned Compensation infotype.

List display with change Planned Compensati

The position is
currently being used

Start

End dale Relalship |R.Rel'd ohjec..Ahbr.
010111800 1 23 /4839 Reports { 22004956 7500
010111900 1213119999 A 003 Belongsto |0 21706219 ACRC
060/2001 (12r31/9999 A 008 Holder (0002868 DEAN
06/01/2000 1273119999 1 Costcente | [000028421..State Operat

010171900 DEX30/2001 D6A30/2001 137278 USDN Hourly

This is the job
code’s current
hourly pay range.

0140141900

[
This code is the

position’s authorized
job code.

¥4 sapgas OVR ¥ sapgas OVR
=

AASIS Support Center, Diane Jolley, 4-11
06/24/03 Revised to V2

The above example shows the overview of the Relationship infotype and
Planned Compensation infotype. This is just another way to view the
downgraded position information.
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Downgraded Position

To verify what the position is currently being used as, display the
Object infotype.

g 00 a0 @@ SNk nhon BE @M

070152001

05M1072003

k024

COUNTY HEALTH RECORDS CLERK I

015011900

OEF30/72001

K024

COUNTY HEALTH RECORDS CLERK Il

| aas () @10y bl | sapgas | OvR
=

AASIS Support Center, Diane Jolley,

06/24/03 Revised to V2

4-12

The record above reflects that the position is currently being used as job

code K025.

»Prior to 4-24-03, job history was deleted if the effective date used for
the downgrade transaction was the same date the position was created
or a date before the position was created.
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Downgraded Position

To identify job code, pay grade, and hourly pay range information for a downgraded
position, display the Relationships infotype and the Planned Compensation infotype.

" The position is

Display Relationships
d B3 ‘ 7] ‘ Addiional

as this job code.

currently being used

@ AR The position is

currently being used

Display Planned Compensation .
as this job code.

i 1)

Posttion Kozs

Acfive
a7ra1i2e0t . 1o

COUNTY HEALTH RECORDS GLERK |
Planning status

Validity 1243149999

G Change information

Relationships 018 221045871

Relationship type/number B 007 s described by

o,

Pasition COUNTY HEALTH RECORDS CLERK |

Planting status

K26
Active

1T« 10w

L

The job code is currently approved
at this pay grade area.

Related object

Type ofrelated object Job

1D of related object 21669781
Abbresiation (52 e

This code is the
authorized
position’s job code.

harne

COUNTY HEALTH RECORDS CLERKII

Priariy
Weighting 0.60 %

Recard 7 of

8

Salat buciure ala ! The jOb code is

Ctry grouping Wisy -

Pay grade fype B Classified Currently at thls pay

Pay grade area 81 Stale of Atkansas g rad e.

Pay grade 1

Pay grade level il In 03 | |
This is the job code’s

Key date 57221200 =
current hourly pay range.

Currency key USON  (internggfUnited States Dol

(5 Dec)

Pay grade 14.4509

73567 To

Refarence salan 00800

[«10> 1

D‘GAS (1) (410) ¥%/ sapgas OVR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

D‘QAS (1) (410) "2l sapuas | OVR

4-13

The above example reflects a position that has been downgraded. The
Relationships infotype for object “Job” reflects the authorized job code
K024 as shown in the ‘Abbreviation’ field. The position is being used as
K025 as shown in the ‘Position’ field. This position was authorized as
K024 (grade 13) and later downgraded to K025 (grade 11).

The Planned Compensation infotype reflects the minimum and
maximum grade level (hourly rate range) effective 5/11/03, for the

downgraded position job code K025.

To verify the grade and salary range information for job codes, refer to
the Troubleshooting Note #1 located at the end of chapter 3.
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Downgraded Position

To identify job code and hourly pay range information, view the overview for
Relationships infotype and Planned Compensation infotype.

The position is
currently being used
as this job code.

List dispiay with chan

@s0d B9

The position is
currently being used

Start End date Relatship
0110111800 1 2131/3999 Belongs to
OBAN0F2001 (12131/3993 1A 008 Holder

OB0172000 1213119999 A 011 Costrente
01/0171900 (1273119999 A 012 Manages.
OB2472001 (12131/3993 B 003 Incorporat
01011800 DBF23/2001 Incorporat

01011300 DBF30I2001_[B 007 Jsdesein C 216ag7e1 k0l | ool
This code is the

authorized position’s
job code.

Rel'd objec...Abbr.
2704551  |3W Region
00014731 MCKAMIE
000064322..LHUS0 - JHN
21704551 G Region
21589997 M1
215089997 A1

This is the job
code’s current
hourly pay range.

b Rl e - e 1]

4] | sapyas | OVR
—

AASIS Support Center, Diane Jolley, 4-14
06/24/03 Revised to V2

The above example shows the overview of the Relationship infotype and
Planned Compensation infotype. This is just another way to view the
downgraded position information.
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Restored Position

HRORG - Organizational Management

Object infotype.

To verify what the position is currently being used as, display the

07/01/2001 (051072003

h020

FAMILY SUPFORT SPECIALIST |

0140171800  (O630/2001

020

FAMILY SUPPORT SPECIALIST |

D | oag ) @10y Pl sapgas | OvR
=

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-15

The record above reflects that the position is currently being used as job

code M023.

»Prior to 4-24-03, job history was deleted if the effective date used for
the restored transaction was the same date the position was created or a
date before the position was created.
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Restored Position

To identify job code, pay grade, and hourly pay range information for a restored
position, display the Relationships infotype and the Planned Compensation infotype.

The position is

currently being used
as this job code.

Display Relationships
8| E@ | o

Display Planned Compensation

The position is
currently being used

Posiion Mo23
Planning stalus Aeive

Validity O7/01/2000  fo 1273179999 e Change information

015 22098982 1 ‘

FAMILY SUPPORT SPECIALIST I

Relationships

Relationship tpeinumber B 007 Is described by

This code is the

/e as this job code.
Pasition Mo23 FA! UFFURTSFECRLETT
Planning status Active
alidiy B5110/2063 To 1243119889

Plann

The job code is currently approved
at this pay grade area.

B
(

Related objest Balary styucture data . .
Tyoe o relaed object Jib position’s authorized Ciyerouping B 5 | The jOb code is
1D ofelated abject 21669483 . Pay yradatpe 01 Clagsified currentl at thls a
Abhreviafion 1623 < jOb COde' Pay grade area 01 State of Arkansas y p y
Name FANILY SUPPORT SPECIALISTII ‘ Paygrade 17 grade.
Pay grade level 0 To 03 1
5 . .
o This is the job
Weighting 0.0 % Key date D5ﬂ20/2903@ y
Rt b o 6 code’s current
hourly pay range.
Currency key USON  {internal) Unil
Pay grade 106461 K \ 210942 E
Refarante salan 0.0680 E

\ D [ 8 (1) (410) (2 sapgas | OVR

D|GAS(1)(MD) sapgas  OVR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-16

The above example reflects a position that has been restored. The
Relationships infotype for object “Job” reflects the authorized job code
MO023 as shown in the ‘Abbreviation’ field.

The Planned Compensation infotype reflects the minimum and
maximum grade level (hourly rate range) effective 5/11/03, for the

restored position job code M023.

To verify the grade and salary range information for job codes, refer to
the Troubleshooting Note #1 located at the end of chapter 3.
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Restored Position

To identify job code and hourly pay range information, view the overview for
Relationships infotype and Planned Compensation infotype.

The position is
currently being used
as this job code.

BaBIeae DHR DDA ER
List display with change Planned Compensation
The position is
currently being used

List display with cha

asad

Start End date
0170111900 121313999 & |DDZ Reports (|
0170171800 (12/31/9399 A |003 Belongs to
06072001 (121319999 A |DDS Holder
OG0172000 |12r31/3999 I 011

Relatship Fel'd ohje... Abhr.
RAM02727  M027
21704349 AshleyCo
00019607 WHITE

000042061 Ashley Co-Ee

0710172001 {081 0/2003 061012003
011011900 |08/30/2001 DBI3072001

This is the job B
code’s current
hourly pay range.

185875 USDN Hauty
/[ 176572 UsDN Houry

=T (o= |o

Cost cente

B 007 s describ |C 21669463  MO23

T T
This code is the

authorized position’s
job code.

010171900 063012001

4] | sapyas | OVR
—

AASIS Support Center, Diane Jolley, 4-17
06/24/03 Revised to V2

The above example shows the overview of the Relationship infotype and
Planned Compensation infotype. This is just another way to view the
restored position information.
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Exercise Scenario #9

* You have received a request to crossgrade a position for
one of your agency’s employees. The position is a grade
18. Process the request.

AASIS Support Center, Diane Jolley, 4-18
06/24/03 Revised to V2
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Demonstration

& Perform a Crossgrade on a Position

Special Transactions & Reports (State of Arkansas) >
Human Resources > Organizational Management >
ZPAOS1 — Crossgrade/Downgrade

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

IMPORTANT: All extra-help positions MUST be crossgraded in AASIS
before the Personnel Administration action can be processed in the
system. The crossgrade transactions attaches a legitimate job code to
the position. If the extra-help position is not crossgraded before the PA
action is processed, the employee will not be paid appropriately.
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Z] B ce@ CHE DL R @Q®
SAP Easy Access AASIS MENU

GE| 2 @2 e

< {3 Favorites
S_AHR_B1016380 - Logged Changes in |
PCO0_M39_CWTR - Per payroll period -=
@
b ] office
> 1 Logistics
3 Accounting
b [ Human Resources
b 3 Infarmation Systems
=2 {3 Special Transactions & Reports (State of /
[ 1 Materials Management
3 Financial Accounting

[[«][»]

@ @gman Resources 1. Follow the menu path and
7 (o] izati | bt t .
& 27051 - CrosearateDownat double click on ZPAOS1-
@ ZPAOSRO001 - Position contro CrossgradeIDowngrade or

@ Y¥_DEY_80000041 - Employee
2 ZMMR - Missmatch report

enter transaction code
et ZPAOSH1 in the command

b (3 Benefits field and press enter.
1] I 1 K1Y

[EN/DY

[ | 0as () ey bl sapgas | INS
—
——

AASIS Support Center, Diane Jolley, 4-20
06/24/03 Revised to V2
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& |< U @@ SHE 000 IBR @m
Crossgrade & Downgrade of positions

Test vs. Update
1 Testonly @ Mo Display Mode

® Update 2. Select Update.

Input data 3. Enter the position number.

Existing Position ID{5) 22092516
New Job ID(C) R124 G
New Effective Date 951403 @ 4. Enter the new jOb code.

5. Enter the
effective date for
the crossgrade.

[ | oas ) (10 el | sapgas | INS
—

AASIS Support Center, Diane Jolley, 4-21
06/24/03 Revised to V2

» Effective 4-24-03, the edit shown below will appear if the effective date
used for the crossgrade, downgrade, or restored transaction is the same
date or any date prior to the date that the position was created.

gl = waH @@ DHR ODoD IR 0
Crossgrade & Downgrade of positions

Test vs. Update
(o TestOnly @ Mo Display Mode
@ Update "y Display Errar Gnly

Input data
Existing Position ID{S) 22114745
New Job ID(C) RE1E
Mew Effective Date 6776172002

[ | QAS (1) (4100 Pl sapgas | OWR

4-21
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List Edit Goto

Bl H e BHR DL FEE @m
Crossgrade & Downgrade of positions

Program: ZPAODSIOOEY State Of Arkansas z
User: DNJOLLEY Crossgrade & Downgrade of positions ;
Page: 1
Successful Completion
Totals
Total Records Selected 000001 6. Verify that the | =
Update Record Count 800081 record updated
Errar Record Gount 288800
Total Records 00081 and scroll down
to the bottom of
the screen (go to
the next step).
gl [ (KD
[ [ | 0ag (@) (@10 Pl sapgas | INS
AASIS Support Center, Diane Jolley, 4-22

06/24/03 Revised to V2
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List Edit Goto

System  Help
BIHICEe CHEBE ODO0 EE @

Crossgrade & Downgrade of positions

Program: ZPAOSIQOG1 State Of Arkansas £
User: DHJOLLEY Crossgrade & Downgrade of positions E
Page: 1

7. Verify that the
crossgrade was
assigned correctly.

Program: ZPA0SIOOET State OF Arkansas
User: DMJOLLEY Crossgrade & Downgrade of positions
Page: 2 ml
FOS ID JOE ID NEW JOB ID EFF DT SHORT STEXT TYFE AREGRALDE
22092516 21669243 21669247 05/11/2003 R124 FERSONNEL RSSISTANT II - INST o1 o1 18

=

[«
0l an
| 4

| - . v mmmel]
AASIS Support Center, Diane Jolley, 4-23

06/24/03 Revised to V2

The POS ID column reflects the position number that was crossgraded.

The Job ID column reflects a system generated eight-digit number for the
authorized job code.

The New Job ID column reflects a system generated eight-digit number
for the crossgraded job code.

The EFF DT column reflects the effective date of the crossgrade.
The SHORT column reflects the crossgraded job code.
The STEXT column reflects the crossgraded position’s new title.

Continued on next page
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List Edit Goto

System  Help

ld H @@ CEHEBE OHDLOD BR @0

HRORG - Organizational Management

8. Key /nPO13

f positions

and press enter.

DMJOCLEY

User:
Page: 1

State OF Arkansas
Crossgrade & Downarade of positions

[417v]

Program: ZPAODSIOOEY

State OF Arkansas

User: DNJOLLEY Crossgrade & Downarade of positions =
Page: 2

FOs ID JOE ID NEW JOE ID EFF DT SHORT STEXT TYFE AREGRADE
22092516 21669243 21669247 05/11/2003 R124 FERSOMMEL RSSISTANT II - INST o1 0118 =
<[ (<] ]

[ 4

AASIS Support Center, Diane Jolley,

06/24/03 Revised to V2

4-24

The TYPE (pay grade type) column reflects ‘01’ State of Arkansas or '02’

Special Admin Area

The ARE (pay grade area) column reflects '01’ Classified, 02’ Non-

Classified, or '03’ Extra Help

The GRADE (pay grade) column reflects the positions grade. For a
crossgraded position, the grade will be the same.

4-24
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Z| 0 H e CHE DDOND BR @®
Maintain Position
Q2|6 /@B @ | | &1
s
10. Click Maintain
overview.
R124
Active
Infotype name ﬁ‘ Time period
Object ¥[~]| | ® Period
Felationships vE From  05/11/2003 to 1243149999
) Today ) Currentweek
i Al ) Current manth
9_ Notice that the () Fram curr date ) Lastweek
Planned Compensation ) Ta current date g I(_:astmonth
. . urrent year
infoytpe now exist.
Select this infotype. = gelet | E
| [ | 0AS (3 410y Pl sapgas | INS
AASIS Support Center, Diane Jolley, 4-25
06/24/03 Revised to V2
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HRORG - Organizational Management

i |< Heaq DHE DO AR @m

List display with change Planned Compensation

sl 1)

|
| 12. Click Choose.

|
o

11. Verify the
crossgraded

information. Select
the line item for the
crossgrade.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-26
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& |< Hea@ 2HE anon BE @ m
Dispiay Planned Compensation

N )

Posiion R4

Artive

o5/11/2003 12431749999 & Change infarmation

Flanned Compensation 01 5 220925161

Salary structure data

Ctry grouping USA, 2
Pay grade type o1 Classified
Pay grade area o1 State of Arkansas . . .
oy arade — 13. View the information reflected.
Pay grade level a1 To o3
Key date B5/15/2003 &)
Currency key LSO {Internaly United States Dollar {5 Dec.)
Pay grade 11.4250  To 22 4673
0.6a0a
[ | 0AS () (410)
AASIS Support Center, Diane Jolley, 4-27

06/24/03 Revised to V2
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Exercise Scenario #10

* You have received a request to downgrade a position for
one of your agency’s employees. The position is a grade
22 and needs to be downgraded to a grade 19. Process
the request.

AASIS Support Center, Diane Jolley, 4-28
06/24/03 Revised to V2
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& Perform a Downgrade on a Position

Demonstration

HRORG - Organizational Management

Special Transactions & Reports (State of Arkansas) >
Human Resources > Organizational Management >

ZPAOS1 — Crossgrade/Downgrade

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-20
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Z] B ce@ CHE DL R @Q®
SAP Easy Access AASIS MENU

GE| 2 @2 e

< {3 Favorites
S_AHR_B1016380 - Logged Changes in |
PCO0_M39_CWTR - Per payroll period -=
@
b ] office
> 1 Logistics
3 Accounting
b [ Human Resources
b 3 Infarmation Systems
=2 {3 Special Transactions & Reports (State of /
[ 1 Materials Management
3 Financial Accounting

[[«][»]

@ @gman Resources 1. Follow the menu path and
7 (o] izati | bt t .
& 27051 - CrosearateDownat double click on ZPAOS1-
@ ZPAOSRO001 - Position contro CrossgradeIDowngrade or

@ Y¥_DEY_80000041 - Employee
2 ZMMR - Missmatch report

enter transaction code
et ZPAOSH1 in the command

b (3 Benefits field and press enter.
1] I 1 K1Y

[EN/DY

[ | 0as () ey bl sapgas | INS
—
——

AASIS Support Center, Diane Jolley, 4-30
06/24/03 Revised to V2
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& |< U @@ SHE 000 IBR @m
Crossgrade & Downgrade of positions

Test vs. Update
1 Testonly @ Mo Display Mode

® Update 2. Select Update.

Input data 3. Enter the position number.

Existing Position ID{5) 22079945
Mew Job ID0C) D132 G
New Efective Date =yos [9 | 4. Enter the new job code.

5. Enter the
effective date for
the downgrade.

AASIS Support Center, Diane Jolley, 4-31
06/24/03 Revised to V2

» Effective 4-24-03, the edit shown below will appear if the effective date
used for the crossgrade, downgrade, or restored transaction was the
same date or any date prior to the date that the position was created.

gl = waH @@ DHR ODoD IR 0
Crossgrade & Downgrade of positions

Test vs. Update
(o TestOnly @ Mo Display Mode
@ Update "y Display Errar Gnly

Input data
Existing Position ID{S) 22114745
New Job ID(C) RE1E
Mew Effective Date 6776172002

[ | QAS (1) (4100 Pl sapgas | OWR
—

4-31
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List Edit Goto

3 H I CEe SHEB DL BE @m
Crossgrade & Downgrade of positions

Program: ZPAODSIOOEY State Of Arkansas z
User: DMJOLLEY Crossgrade & Downgrade of positions ;
Page: 1
Successful Completion
Totals
Total Records Selected 000001 6. Verify that the | =
Update Record Count 800081 record updated
Error Record Gount G efafals]
Total Records a8eae1 and scroll down
to the bottom of
the screen (go to
the next step).
0l <)
| 4
AASIS Support Center, Diane Jolley, 4-32

06/24/03 Revised to V2
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List Edit Goto

em  Help

ld H @@ CEHEBE OHDLOD BR @0

HRORG - Organizational Management

Crossgrade & Downgrade of positions

Program: ZPAODSIOOEY
User: DMJOLLEY
Page: 1

State OF Arkansas
Crossgrade & Downarade of positions

[417v]

Program: ZPAODSIOOEY

7. Verify that the
downgrade was
made correctly.

State OF Arkansas

User: DNJOLLEY Crossgrade & Downarade of positions =
Page: 2

FOs ID JOE ID NEW JOE ID EFF DT SHORT STEXT TYFE AREGRADE
22079945 21668510 21669146 05/11/2003 D132 SYSTEMS COORDIMATION AMWALYST I o1 g1 19 |
<[ (<] ]

[ 4

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-33

The POS ID column reflects the position number that was downgraded.
The Job ID column reflects a system generated eight-digit number for the

authorized job code.

The New Job ID column reflects a system generated eight-digit number

for the downgraded job code.

The EFF DT column reflects the effective date of the downgrade.

The SHORT column reflects the downgraded job code.

The STEXT column reflects the downgraded position’s new title.

Continued on next page
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List Edit Goto

System  Help

ld H @@ CEHEBE OHDLOD BR @0

HRORG - Organizational Management

8. Key /nPO13

f positions

and press enter.

User: DNJOLLEY
Page: 1

State OF Arkansas
Crossgrade & Downarade of positions

[417v]

Program: ZPAODSIOOEY

State OF Arkansas

User: DNJOLLEY Crossgrade & Downarade of positions =
Page: 2

FOs ID JOE ID NEW JOE ID EFF DT SHORT STEXT TYFE AREGRADE
22079945 21668510 21669146 05/11/2003 D132 SYSTEMS COORDIMATION AMWALYST I o1 g1 19 |
<[ (<] ]

[ 4

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-34

The TYPE (pay grade type) column reflects '01’ State of Arkansas or ‘02’

Special Admin Area

The ARE (pay grade area) column reflects ‘01’ Classified, ‘02" Non-Classified,

or ‘03’ Extra Help

The GRADE (pay grade) column reflects the position’s grade

4-34
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& |< Heae 2HE aHtDon BE @ m
Maintain Position

D7 & 0D a8

[~
10. Click Maintain =
overview.
D132
Active
Infotype name ﬁ‘ Time period
Object ¥[~]| | ® Period
Felationships vE From  05/11/2003 to 1243149999
) Today ) Currentweek
i Al ) Current manth
9_ Notice that the ) From curr.date () Lastwesk
Planned Compensation () To current date g I(_:astmonth
. . urrent year
infoytpe now exist.
Select this infotype. = gelet | E
Il q
AASIS Support Center, Diane Jolley, 4-35

06/24/03 Revised to V2
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L
# 12. Click Choose.

11. Verify the
downgraded

information. Select
the line item for the
downgrade.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

HRORG - Organizational Management

Z| 0 H e CHE DDOND BR @®
List display with change Pianned Compensation

&@snaa |me

4-36
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& |< Hea@ 2HE anon BE @ m
Dispiay Planned Compensation

N )

Posion o132

Artive

o5/11/2003 12431749999 & Change infarmation

Flanned Compensation 01 5 220799451

Salary structure data

Ctry grouping LSA Bl
Pay grade type o1 Classified
Pay grade area o1 State of Arkansas . . .
oy arade — 13. View the information reflected.
Pay grade level a1 Ta o3
Key date 05162003 &)
Currency key LSO {Internaly United States Dollar {5 Dec.)
Pay grade 12.1894  To 23.9365
0.6a0a
AASIS Support Center, Diane Jolley, 4-37

06/24/03 Revised to V2
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Exercise Scenario #11

* You have received a request to restore a position for one
of your agency’s employees. The position is a grade 20.
Process the request.

AASIS Support Center, Diane Jolley, 4-38
06/24/03 Revised to V2
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@ Perform a Restoration on a Position

Demonstration

HRORG - Organizational Management

Special Transactions & Reports (State of Arkansas) >
Human Resources > Organizational Management >

ZPAOS1 — Crossgrade/Downgrade

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-39
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< {3 Favorites
S_AHR_B1016380 - Logged Changes in |
PCO0_M39_CWTR - Per payroll period -=
°
b ] office
> 1 Logistics
3 Accounting
b [ Human Resources
b 3 Infarmation Systems
=2 {3 Special Transactions & Reports (State of /
[ 1 Materials Management
3 Financial Accounting
= {3 Human Resources
=7 {3 Organizational Management

[[«][»]

@ ZPADST - Crossgrade/Downgf
@ ZPAOSRO001 - Position contro
@ Y¥_DEY_80000041 - Employee
2 ZMMR - Missmatch report

B [0 Payrall

P (3 Time Management

I [ Benefits

JWL <[

[EN/DY

HRORG - Organizational Management

Z] B ce@ CHE DL R @Q®
SAP Easy Access AASIS MENU

GE| 2 @2 e

1. Follow the menu path and
double click on ZPAOS1-
Crossgrade/Downgrade or
enter transaction code
ZPAOS1 in the command

field and press enter.

[ | 0as () ey bl sapgas | INS
—
——

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-40

Note: The same transaction code ZPAOS1 is used to crossgrade,
downgrade or restore a position.

4-40
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& |< U @@ SHE 000 IBR @m
Crossgrade & Downgrade of positions

Test vs. Update
() TestOnly @ Mo Display Mode

® Update 2. Select Update.

Input data 3. Enter the position number.

Existing Position ID{5) 22098082
Mew Job ID0C) iek] G
New Effective Date ssyyos [ | 4. Enter the new job code.

5. Enter the
effective date for
the restoration.

[ ] 0as o) 410y e sapgas | OVR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

4-41

» Effective 4-24-03, the edit shown below will appear if the effective date
used for the crossgrade, downgrade, or restored transaction was the
same date or any date prior to the date that the position was created.

gl = waH @@ DHR ODoD IR 0
Crossgrade & Downgrade of positions

Test vs. Update
(o TestOnly @ Mo Display Mode
@ Update "y Display Errar Gnly

Input data
Existing Position ID{S) 22114745
New Job ID(C) RE1E
Mew Effective Date 6776172002

[ | QAS (1) (4100 Pl sapgas | OWR
—

4-41
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List Edit Goto

Bl H e BHR DL FEE @m
Crossgrade & Downgrade of positions

Program: ZPAODSIOOEY State Of Arkansas z
User: DNJOLLEY Crossgrade & Downgrade of positions ;
Page: 1
Successful Completion
Totals
Total Records Selected 000001 6. Verify that the | =
Update Record Count 800081 record updated
Error Record Count (2T JeloLaL:]
Total Records [ela ofelef| and scroll down
to the bottom of
the screen (go to
the next step).
D | [EEp
[ [ | @ag (1) 10y Pl sapgas | OVR
AASIS Support Center, Diane Jolley, 4-42

06/24/03 Revised to V2
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List Edit Goto

em  Help
3 H I CEe SHEB DL BE @m
Crossgrade & Downgrade of positions

Program: ZPAODSIOOEY State Of Arkansas 1<
User: DNJOLLEY Crossgrade & Downarade of positions LT
Page: 1

7. Verify that the
restoration was
executed correctly.

Program: ZPAODSIOOEY State Of Arkansas
User: DNJOLLEY Crossgrade & Downgrade of positions ml
Page: 2
POS ID JOB ID NEW JOE ID EFF DT SHORT STEXT TYPE AREGRADE
22098982 21669463 21669463  05/11/2003 NO23 FAMILY SUPFORT SPECIALIST 11T [N I ¢ IR A
0 [ {[4][*]
[ [ | @ag (1) 10y Pl sapgas | OVR
AASIS Support Center, Diane Jolley, 4-43

06/24/03 Revised to V2

The POS ID column reflects the position number that was downgraded.

The Job ID column reflects a system generated eight-digit number for the
authorized job code.

The New Job ID column reflects a system generated eight-digit number
for the downgraded job code.

The EFF DT column reflects the effective date of the downgrade.
The SHORT column reflects the downgraded job code.
The STEXT column reflects the downgraded position’s new title.

Continued on next page
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List Edit Goto

Systern Help
3 H I CEe SHEB DL BE @m
Crossgyade & Downgrade of positions

8. Key /nPO13

rrosl and press enter. State Of Arkansas 1<
User Crossgrade & Downarade of positions £
Page: 1

Program: ZPAODSIOOEY State Of Arkansas

User: DNJOLLEY Crossgrade & Downarade of positions =
Page: 2

FOs ID JOE ID NEW JOE ID EFF DT SHORT STEXT TYFE AREGRADE
22098982 21669463 21669463 05/11/2003  MO23 FAMILY SUPPORT SPECIALIST III o1 LRI ol
<[]l I |[4][¥]

[ [ | @ag (1) 10y Pl sapgas | OVR

AASIS Support Center, Diane Jolley, 4-44
06/24/03 Revised to V2

The TYPE (pay grade type) column reflects ‘01’ State of Arkansas or '02’ Special
Admin Area

The ARE (pay grade area) column reflects ‘01’ Classified, ‘02" Non-Classified, or
‘03’ Extra Help

The GRADE (pay grade) column reflects the position’s grade

4-44
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Maintain Position

11. Click Maintain overview.

Active plan El

22098982

Active

Infotype name Time period
Ohject W ) Period

|
Relationships vl | From  mot1sen, 1 1243148999
1 Today f () _Currentweek
Arrt Sssinnment Featire o B Al —
[+]
[+]

10. Select the Planned O Fromeuree g;‘:::?;;?jmmoo’
Compensation infotype. O Ta curtentda .

) Currentyear
Specific Position Data
oh Audit Tracking

[ ] 0as o) 410y e sapgas | OVR
—

AASIS Support Center, Diane Jolley, 4-45
06/24/03 Revised to V2
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Z| 0 H e CHE DDOND BR @®
List display with change Pianned Compensation

gso00 @

F ﬁ
i 13. Click Choose. | |

| [From  [Enddate [Keydate [Min.gradelevel  [Max grade level  [C.key [Time unitfT]
4 B
[]

07i01/2001 051052003 1050 0201 18.5875 |USDM Hourky
12. Verify the 898949 17 6572 |USDM Hourky
restored position
information. Select
the line item for the
restoration.

[ ] 0as o) 410y e sapgas | OVR
—

AASIS Support Center, Diane Jolley, 4-46
06/24/03 Revised to V2
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& |< Hea@ 2HE anon BE @ m
Dispiay Planned Compensation

L )

Posiion w02

Artive

o5/11/2003 12431749999 & Change infarmation

Flanned Compensation 01 5 22098982 1

Salary structure data

Ctry grouping USA, bl
Pay grade type o1 Classified
Pay grade area o1 State of Arkansas . . .
oy arade — 14. View the information reflected.
Pay grade level a1 Ta o3
Key date 05¢20/2003 &)
Currency key LSO {Internaly United States Dollar {5 Dec.)
Pay grade 10,6461 To 21.0042
0.6a0a
[ ] 0as o) 410y e sapgas | OVR
—
AASIS Support Center, Diane Jolley, 4-47

06/24/03 Revised to V2
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Questions and Answers

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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